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Agency 
City of Frederick 

Division/Unit 
Legal Services - Legislative Clerk 

Item No Description Retention 

/ 

3 

Leases 

Committees/Commissions 

Resolutions-

Mayor/Board of Alderman action files 

Mayor and Board of Aldermen Public Meeting Minutes 

Retain for life of lease, plus 4 
years, then destroy. 

Permanent. Transfer 
periodically to the Maryland 
State Archives. 

Permanent. Transfer 
periodically to the Maryland 
State Archives. 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Permanent. Transfer 
periodically to the Maryland 
State Archives. 

Approved by Department, Agency or Division Representative 

Date J u n e 2 0 0 1 

Signature/^ 

Type Name Barbara A. Dunbar 

T i t ] e Leg i s la t ive Clerk 

Schedule Authorized by State Archivist 

Date OCT 2 2 2001 

Signature 
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Item No Description Retention 

C Agreements/ Contracts Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

7 Special ordinance Permanent. Transfer periodically 
to the Maryland State Archives. 

Ordinance Permanent. Transfer periodically 
to the Maryland State Archives. 

f 
Deeds Permanent. Transfer periodically 

to the Maryland State Archives. 

Streets and Sanitation Committees Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

1/ General correspondence Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 









Screen annually. Destroy material having no further 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin 
development and accomplishments of the department 
Transfer periodically to the MD Arcliives. 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

instructions - Type or print a separate form 
Vbr each new or revised record series. 

Department of 
Legal Services 

PAGE OF 

101 N. Court St. 

Frederick, Maryland 21701 

1. Position 
Legis la t ive Clerk 

2. Division 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Title 

Mayor & Board of Aldermen Public Meeting Minutes 
5..Earliest Year/Latest Year 

1974 
to 

present 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Include the purpose or function of the series.') 

minutes of public meetings where o f f i c i a l voting i s done. 
to keep o f f i c i a l records for reference and for h i s tor i ca l purposes 

(7. Record Series Format(s) 

• Letter Size • Microfilm 

• Legal Size nComputer Tape 

£}<Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

Record Series Filing Sequence 

•Alphabetical 

•Numerical 

^Chronological 

•Geographical 

• Other (specify) 

9. Volume 

1 

• File Drawees) 
• Microfilm Reel(s) 
• Computer Tape(s) 

Number E Otherjspecify) 

Shelf 
10. Approximate Annual 

Accumulation 
• File Drawees) 

• Microfilm Reel(s) 

1 • Computer Tape(s) 
Number Other (specify 

'ook/2 yrs 
11. File is Used 12. File Becomes Inactive After 

•Daily &]Weekly •Monthly • Month(s) • Year(s) 

13. Current Location(s) (Bldg., Floor, Room) 

City Hall , 2nd f l o o r , room 210 
Legis la t ive Clerk's Office 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or Office) 

Directors 
E Yes Mayor • No 

AToermen 
15. Access Restrictions • Yes {9<No 

(If Yes, cite Law(s) & Regulations(s) 
16. Audit Requirements 

)Q None • State • Federal • Independent 

17. Is an Index System Used? 
(If yes, explain briefly and describe any hardware/software) 

• Yes O No 

18. Recommended Retention ' « 

$ r m a n e n f 7/^4*" p&tf^****** 

19. Name and Title of Preparer 20. Telephone Number 21. Date 
Barbara A. Dunbar 
Leg i s la t ive Clerk 301-694-2575 Oct. 20, 1999 



• Screen annually. Destroy material having no turther 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin, 
development and accomplishments of the department 
Transfer periodically to the M D Archives. 









Screen annually. Destroy material having no turther 
fiscal, legal or operational value. Retain permanently 
any material that serves to document the origin 
development and accomplishments of the department 
Transfer periodically to the MD Archives. 



. Screen annually. Destroy material having no tuitht r 
|, fiscal, legal or operational value. Retain permanently 
I any material that serves to document the origin, 
j development and accomplishments of the department 
. Transfer periodically to the MI) Arcliives. 



RECORDS INVENTORY 
THE CITY OF FREDERICK 

Instructions - Type or print a separate form 

for each new or revised record series. 

Department of 
Legal Services 
101 N. Court St. 

Frederick, Maryland 21701 

PAGE 1 OF 

1. Position 
'Of-f.ixe o f Legal S e r v i c e s 

2. Division 

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as 
well as retention and disposition purposes. 
|4. Record Series Title 

General Issues 

5. Earliest Year/Latest Year 

1991 to 1999 

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. 
Include the purpose or function of the series.') "_ 

Series includes files on specific projects (ex. Balies Lane closure) and coorespondance 

(7. Record Series Format(s) 

X Letter Size • Microfilm 

xLegal Size DComputer Tape 

x Bound Book • Floppy Disk 

• Audio Tape • Video Tape 

• Other (specify) 

Record Series Filing Sequence 

xAlphabetical 

•Numerical 

•Chronological 

•Geographical 

• Other (specify) 

9. Volume 

x File Drawer(s) 
• Microfilm Reel(s) 

_8 • Computer Tape(s) 
Number xOther (specify) 

Banker's boxes (5) 

10. Approximate Annual 
Accumulation 

x File Drawer(s) 
• Microfilm Reel(s) 

_1 • Computer Tape(s) 
Number • Other (specify 

11. File is Used 

• Dai ly • Week ly • M o n t h l y XLess 

12. F i l e B e c o m e s I n a c t i v e A f t e r 

Project completed 

13. Current Location(s) (Bldg., Floor, Room) 

|Attic-3rd floor 
City Attoreny's Office 2nd floor 

14. Is Record Series Duplicated Elsewhere? 
(If yes, specify agency or Office) 

x Yes , Mayors Office or specific departments 

15. Access Restrictions xNo 
(If Y e s , cite Law(s) & Regulations(s) 

16. Audit Requirements 

x N o n e • State • Federal • Independent 

17. Is an Index System Used? 18. Re Screen annua.iy. uestroy material having no further 

(If yes , explain briefly and describe any hardware/software) 1=year Z^^ufV**™* p e r m a n e n t | y 
v ' ' £ 3 3 any material that serves to document the origin, 

• Y e s x N o development and accomplishments of the department 
Transfer periodically to the MD Archives. 

19. Name and Title of Preparer 

Mark Anders 

20. Telephone Number 

301/694-1410 


